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Front Page 
 
Open your web browser and go to 
www.dhss.state.mo.us/OrganDonor/ 
 
You can select Login, Help or MO Law from the 
menu at the left of the page. 
  
Click Login to enter the registry. 
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Login Page 
 
Enter your UserID and password .   
Your UserID should be set to the first 5 letters of 
your last name and then your first initial. 
Example:  Bob Anderson’s id would be anderb 
 
Your Password should initially be set to your first 
initial and last initial, followed by the last four 
digits of your SSN.   
 
Example: Bob Anderson would be ba1234.  You 
are encouraged to change your password the first 
time you access the registry.  Instructions for 
changing a password are described on page 7. 
 
Click “Login” 
 
 
Note:  Login errors are noted on this web page. 
If you are unable to login, the page lists telephone 
numbers for assistance. 
 
After a successful login, you will be redirected to 
the search page. 
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Search Page 
 

You may search by driver’s license number 
(DLN).  Note:  If anything is entered in the 
driver’s license field, all other fields are ignored.  
DLN will be up to 10 characters in length. 
 

If the DLN is not known, you may search by last 
name and other criteria.  Last name (at least in 
part) is the only required field if not searching by 
DLN.  Optionally, you may enter the first name, 
middle name, and/or date of birth, or month or year 
of birth.   
 

When doing a name search, you must decide how 
all the name information is entered.  Choose from 
Exact, Soundex or Begins with.  Exact is most 
specific and Soundex is most broad.  See the 
decriptions below: 
 

Exact:  All name information entered is the exact 
spelling.   
 

Soundex:  You are unsure of the spelling for at 
least one piece of name information.  This is a 
“sounds like” search.   
 

Begins with:  At least one piece of name 
information entered is just the beginning letters.  
This is helpful for hyphenated names, Jr., Sr. or if 
you wish to search by last name & first initial. 
 

Once you enter the criteria on which you wish to 
search, click “Submit.” 
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Criteria Not Found 
 
If the criteria you entered was not found in the 
Missouri Organ Donor Registry, you will get the 
message “Nothing with that criteria was found in 
the Organ Donor Registry.” 
 
Click the 'back' button to verify data entry and 
submit again. 
 
Helpful Hints: 
Verify that there are no leading or trailing spaces.  
The computer will try to match those spaces, and 
often a “Criteria not found” will result.   
 
Verify that there is no information in the Driver’s 
License Number.  The computer will disregard all 
other fields if any thing is contained in the DLN 
field. 
 
Remember not all Missourians use the SSN as 
their Driver’s License Number.  Many have opted 
for a unique number assigned by Dept of Revenue.  
If you are unsuccessful with a search by DLN, 
always try a search by name.   
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Individual Search Results 
 
If you enter a Driver’s License Number that is 
found in the registry, you will be redirected to the 
individual results page. 
 
You can print this page or use the print screen 
command to import this page into a printable 
document.  The Print Screen Command is 
described on page 9 of this document. 
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Intermediate Search Results 
 
If you enter name information that is found in the 
registry, you will be redirected to the intermediate 
results page. 
 
This page lists in a table all the matches to the 
criteria you enter. 
 
The first column of the table lists the Driver’s 
License Number.  Each Driver’s License Number is 
a link to that person’s individual results page.  
Click on the License Number to select the person’s 
information. 
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Change Password. 
 
Click Change Password on the menu to be 
redirected to the “change password” page.  
 
Enter your current password. 
 
Enter your new password. 
 
Re-type your new password. 
 
Both “new password” fields must match exactly.  
 
Suggestions: 
We recommend that you select a unique personal 
password that is 5 to 12 characters in length.  Use a 
letter to start the password, but a combination of 
numbers and letters in highly recommended.  Do 
not use any spaces or characters other than simple 
numbers and letters.   
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Reporting Error Messages 
 
Please use one of the following ways to document 
any difficulties you encounter. 

1.  E-mail the information or a copy of the screen 
print (see below) to - 
support@dhss.state.mo.us  

2. Call the OIS Help Desk - 800-347-0887  
3. Fax printed copies of errors reported to Organ 

Donor Program (573) 522-2899 
 

The OIS Help Desk line is staffed Monday through 
Friday 7:30AM to 6:00PM, but the line is often 
busy.  You may find it most helpful to email your 
specific difficulty at the time you discover a 
problem.  If you opt to email your problem, please 
include the following information: 
ü First and last name 
ü Organization 
ü Application Name (web-based Organ Donor) 
ü Connection Type (Internet or Dial-up). 
ü Description or screen print of the problem 

or error message (includes error number, error 
source, error description and the web-page 
address).  It will be easiest to print a copy of 
the page or create an image of the page using 
the screen print technique noted below. 
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How to make a print screen 
 
Including a screen print with your email is a quick 
and very easy way to show OIS Help Desk staff 
exactly what your screen showed at the time you 
encountered the difficulty.   
 
There are two ways to make a screen image of your 
display to include in your email.   
 

1. Direct to email  (easiest) 

2. Screen print as an attachable document. 
 

 
 

 
Direct to Email (Easiest): Using an attachable document  
1. At the point the error has occurred, press 

the  “Ctrl & A”, then “Ctrl & C”  A 
copy of the text on your desktop will be 
created. 

2. Open a blank message in your e-mail.  In 
the area of the message, press “Ctrl & V”  

3. Remember to include in your email: 
ü First and last name 
ü Organization 
ü Application Name (web-based Organ 

Donor) 
ü Connection Type (Internet or dial-up) 

4. Send to support@dhss.state.mo.us  
 

Mac Users  
1. At the point the error has occurred, press 

the  “Open Apple & A”, then “Open 
Apple & C”  A copy of the text on your 
desktop will be created. 

2. Open a blank message in your e-mail.  In 
the area of the message, press “Open 
Apple & V”  

3. Remember to include in your email: 
ü First and last name 
ü Organization 
ü Application Name (web-based Organ 

Donor) 
ü Connection Type (Internet or dial-up) 

4. Send to support@dhss.state.mo.us  
 

To make a screen print, complete the 
following: 
1.  At the point the error has occurred, press 

the “Print Screen” Key.  An image of 
your desktop will be created. 

2.  Open a blank word processing document 
such as in Word or WordPad.  (Please 
note this does not work in Notepad). 

3.  Select “paste” on the Edit pull down 
menu.  This will paste your screen image 
into the word processing document.   

4.  Save the document and attach to an 
email. 

5.  Remember to include in your email: 
ü First and last name 
ü Organization 
ü Application Name (web-based 

Organ Donor) 
ü Connection Type (Internet or Dial-

up). 
ü Attach copy of screen print 

showing description of error. 
6.  Send to support@dhss.state.mo.us  
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Weekly downtime Thursday at 0300 
 
Access to the registry is expected to be 24 hours 
daily, 7 days per week with only one hour per week 
of scheduled downtime.  This downtime is needed 
to load new registry participants and perform 
system back-ups.  A message will appear to notify 
the user that the scheduled maintenance is being 
performed and give the user an estimate of how 
much longer the registry is expected to be 
unavailable.   
 
You will not damage the system if you try to access 
the registry during the scheduled downtime.   
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MO Law 
 
To view all pertinent laws for the Missouri Organ 
Donor Registry or the Missouri Uniform 
Anatomical Gift Act, click “MO Law” on the 
menu. 

 
Logout 
 
To logout of the Missouri Organ Donor Registry 
web application, click “Logout” on the menu. 

 

 


